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PDC MEMORANDUM NO. 51-13/1

SUBJECT: Staff Agent Processing Procedure

1. It will be the responsiblility of the Overecas Section,, Trangactions
and Records Branch, to process all Staff Agent actions,

2. Upon receipt of the Form 37-1 by the Overmeas Section for a Staff
Agent sppointment, the following agction will be taksn:

a., Steff Employee converting to a Staff Agent:

1. The employee file together with the Form 37-1 will be
hand-carried to the Position Inventory and have entered thereon
the epplicant’s pssudonym ageinst the appropriate position,

2. Security will be initiated on Form 37-10L. Form 37-10k
will be diregted to the Special Security Division, attention "Project
Desk" or "Speeial Security Branch" sy applicable.

3. The file with the action will then boe hend carried ab
designeted times to the gppropriats Plecemsni Officexr for gualifi-
cations review, to Classification and Wage Admindstrxation Division
for signature avd then tw Assistent Chief, PDG, for signatuse in
all cmsee of GS-13 and abova; Chisf, Flagement Braneh on cuses in-
volving GS=8 through G5-12;5 and Assistant Chief, Plasemsnt Bresach,
on cases uvp %o and ineluding GS-T. Y '

L, W¥hen security concurience is rscsived by the Cverseas
Section, 10 will be thelr responsibility to sse thet finsl action
ig teken for the Staff Agent Appointment Action, @s wall as insuring
that the caployce yeports to the Status Undt for the purpose of
ramdng 2 megigneation finel clsarmnce.

b, Original Staff Agent Appolinimmnt:

The procedurs outlined in Paragraph 2a will be followed with
the exception of sub-parsgreph L. It will be the responsibility
of the Overseas Section to cosrdinate with the operating office,
the method and zite of &dmniamxvng, oaths of officze, et@o, at the
approprimw mmo

3. The Overamm Section will be rssponeible for maintalning corres-
pondence with all applicants being processsd ss Staff Agents. They will also
be regponsible for following wp their cases with Security to insure no delay
in effecting the Staff Agent Appointment.

L. If sn spplicant falls to enter on duty for any reason, the Oversoss
Branch will transmit the complets file of the spplicant to the Placement Branch,
PDC, through the Pogzition Inventory.
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5. On all actions concerning promotions and transfers of Staff Agents,
the Staff Agent file, and the former employee file, when appropriate, will
be attached with the Form 37-1 and hand carried for signature and spproval
in the same manner ss set forth in Paragraph 2, aboewe. After the action has
been signed, the Overseas Section will insert the effective date thereon
and make appropriate distribution. Position Inventory is to be notified‘when
actions are completed.

6. It will be the responsibility of the Overseas Section Yo maintain
tab records for the processing of periodic pay inereases on all Staff Agents
and to insure that appropriate action is taken promptly.

7. In processing resignation actions of Steff Agents the following pro-
cedure will apply:

2. In those cases where the Staff Agent is resigning and is not
being reinstated or converted to an employee status, the resignation
action, after aignature, will be forwarded to ihe ¥Finance Division and
the file will be sent to file room, through Position Inventory for final
repository. 1% will be the responsibility of ithe operating cffice to
see that the subject is properly debriefed, ete.

b, Ian those instances where the Staflf Agent is being converted o

a Staff Employze, the Overseas Section, upon receipt of the resignation
and appointment actions will immediately advise Special Security Division,
1&S0, of that fact and attach thereto a statement which is to serve as

an "Interim Activities Report.® The file is then to be turned over to
the Position Inventory Unit,; where a regular request for Sesurity Clearance
will be prepared. The Form 37-10L4 is to indicate in the "Remarks" that
Spesial Securiiy Division has a file on the individual. The file will
then be transmitted to the Appointment Unit where it will be prosessed
as a normal applicant ~ase, Upon rezeipht of Sesurity Clearanse, the
Appointment Clerk will arrange with the operating office for the emplcyee
to report to the Appointment Unit for regular EOD prosessing. The
Appointment Clerk will insert the effective date in the Staff Agent
Rezignation astion as the day prieor to the effective date of the regular
appoiniment.. He will then transmit the resignation a:ztion %o the Overseas
Se~tion which will make the appropriate distribution to Finance and then
slose out the Staff Agent resords. The old Staff Agent file and the
new employee f£iie will be nonsolidated by the Records Unit and will be
maintained as one employee file.

8. The regular letter of appointment will no longer be used in Staff Agent
Appointments. The new Staff Agent letber of appoiniment will be substituted
tharefor. Hewever, at the time the Staff Agent appointment is affexted, the
sontract work sheet will be transmitted sleng with the other reaqnired dosuments
to the Finanse Division.
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Chiaf, Personnel Division ({)
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